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e Sales Process

ives

er completing this chapter, you should be able to:

« Track company sales(page 29)
e Setup customer records in the Customer Center (page 34)

o Track income and expenses by Job {page 41)

» Record Sales Receipts (page 42)

e Use the Undeposited Funds account to track your cash receipts (page 46)
e Record Invoices and Payments from customers (page 49)

e Record bank deposits of cash, check, and credit card receipts (page 63)

Restore this Tile

This chapter uses Sales-12.QBW. To open this file, restore the Sales-12.QBM file
to your hard disk. See page 8 for instructions on restoring files. If you are using
QuickBooks Premier Accountant, we recommend that you toggle to QuickBooks
Premier General Business as described on page X.

Note: When you restore a data file, depending on today’s date, you may see one
or more “Alerts” for learning to process credit cards, pay taxes, or similar
activities. Click Mark as Done when you see these alerts.

In this chapter, you will learn how QuickBooks can help you record and track revenues in
your business.

Each time you sell products or services, you will record the transaction using one of
QuickBooks' forms. When you fill out a QuickBooks Invoice or Sales Receipt, QuickBooks
tracks the detail of each sale, allowing you to create reports about your sales.

Tracking Company Sales

Academy Photography tracks each sale individually on either an Invoice form (for sales to
credit customers) or a Sales Receipt form (for customers who pay immediately using cash,
checks, or credit cards).

The Customers section of the Home page window provides you with a graphical flow of the
steps involved in the sales process.

When you open the sample file, the Home page is displayed. Academy Photography is a
service and merchandising photo studio which sells products and provides services, so the
home page displays activities likely to be used in this type of business (see Figure 2-1). The
Home page is customized for each business type based on answers to questions in the setup
interview. You'll learn about the company setup process later in this book.
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32 The Sales Process — Tracking Company Sales

Table 2-1 provides more details about the cash and credit customer sales processes. In this
table, you can see how to record business transactions for cash and credit customers. In
. addition, the table shows the accounting behind the scenes of each transaction. As discussed on
f page 4, the accounting behind the scenes is critical to your understanding of how QuickBooks
converts the information on forms (Invoices, Sales Receipts, etc.) into accounting entries.

Each row in the table represents a business transaction you might enter as you proceed
through the sales process.

Cash Customers

(Pay by cash, check, or credit Credit Customers

i . Pay on a date after the sale date
Busme§s card at time of sale) (Pay d N )
Transaction i kBook A P cKBook
ckBooks nti uickBoo .
Qui 0, ccounting | Q1 . S Accounting Entry
Transaction Entry Transaction
| -posti
Customer ; : Non-posting entry
Estimate _ used to record
(Optional) Not Usually Used 1 ectiat 1| estimates (bids) for
P (] Estmares Customers or Jobs
Customer Q || Non-posting entry
Sales Order Not Usually Used : used to record
. § Sales
(Optional) Orders - customer orders
: Increase {debit T .
; — Ucn de o(site d) ' ‘_ Increase (debit)
| Recording a i P P —;- Accounts Receivable,
‘ . Funds, increase | ! i . .
Sale | Create Sdles (credit) income | create increase (credit)
| Receipts | nvoices income account
: account. d ok
Receiving i Decrease (credit)
Money in | No additional action is required on | K %8_ Accounts Receivable,
Payment of the sales form. || Receive * increase (debit)
an Invoice jJPayments 1 | Undeposited Funds

Increase (debit} | . . .0 Decrease (credit)

D iti | ! ban count, | I .
depositing | 1> gy || berk Aceourt | (P BB ||| Undeposited Funds,
y | Rrecord ! - Record | | increase (debit) bank
the Bank | Deposits - Undeposited ‘| Deposits -
d . Account
Funds.

g Table 2-1 Steps in the sales process

1 For cash customers, use the Sales Receipt form to record your sale. The Sales Receipt form
| records the details of what you’ve sold and to whom you sold it. By default, a special account
called Undeposited Funds is used in these transactions. This account is an Other Current Asset
account, and it can be thought of as a drawer where you keep your checks and other deposits
before making a trip to the bank. See page 46 for more information on Undeposited Funds.
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The accounting behind the scenes:

When you create a Sales Receipt, QuickBooks increases (with a debit} a bank
account or Undeposited Funds (i.e., funds you have received from customers
but have not yet deposited at your bank), and increases (with a credit) the
appropriate income account. If applicable, Sales Receipts also increase (with a
credit) the sales tax liability account. If the sale includes an Inventory Item, it
also decreases (credits) the Inventory asset and increases (debits) the Cost of
Goods Sold account.

For credit customers, create an Invoice for each sale. The Invoice form records the details of
what you've sold and to whom you sold it.

The accounting behind the scenes:

When you create an Invoice, QuickBooks increases (with a debit) Accounts
Receivable and increases (with a credit) the appropriate income account. If
applicable, Invoices also increase (with a credit) the sales tax liability account. If
the sale includes an Inventory Item, it also decreases (credits) the Inventory asset
and increases (debits) the Cost of Goods 30ld account.

As shown in Table 2-1, when you receive money from your credit customers, use the Receive
Payments function to record the receipt.

The accounting behind the scenes:

When you record a received Payment, QuickBooks increases (with a debit)
Undeposited Funds or a bank account, and decreases (with a credit) Accounts
Receivable.

If you post a Sales Receipt or a Payment to Undeposited Funds, which is the default option,
the last step in the process is to make a Deposit to your bank account. This step is the same
for both cash and credit customers. Use the Make Deposits function to record the deposit to
your bank account. This is the only way to ensure that the amount in Undeposited Funds
gets applied to the correct bank account.

If you prepare estimates (sometimes called bids) for Customers or Jobs, you can create an
Estimate to track the details of what the sale will include. QuickBooks does not post
Estimates to the General Ledger, but it helps you track the estimate until the job is complete.
QuickBooks also provides reports that help you compare estimated vs. actual revenues and
costs.

The accounting behind the scenes:
When you create an Estimate, QuickBooks records the estimate, but there is no
accounting entry made. Estimates are “non-posting” entries.

If you use sales orders in your business, you can use a Sales Order form to track the details of
what the sale will include. QuickBooks does not post Sales Orders to the General Ledger, but
it helps you track your orders until they are shipped to the customer. Sales Orders are very
similar to Estimates because they are both non-posting entries, and they both help you track
future sales. Sales Orders are more appropriate for product businesses, and Estimates are
more appropriate for service businesses. Sales Orders are only available in QuickBooks
Premier and Enterprise Solutions.
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1 The accounting behind the scenes:
When you create a Sales Order, QuickBooks records the sales order, but there is
no accounting entry made. Sales Orders are “non-posting” entries.

In the following sections, you will learn about each step of the payment at the time of sale
and invoicing workflows.

Setting Up Customers

For each of your customers, create a record in the Customers & Jobs list of the Customer
Center. Academy Photography has a new credit customer ~ Dr. Tim Feng. To add this new
customer, follow these steps:

COMPUTER PRACTICE

Step 1. Select the Customers icon from the fcon bar

Step 2. To add a new customer, select New Customer from the New Customer & Job drop-
down menu (see Figure 2-4).

Sk

@ HewTransections® g Prints =) Excels % wonge 7 CollectionsCenter
Customer Information { @ _stiach | { ot Customer... | { Mare Gontacts | Reports for this Customer
< Academy Traning Inatiute fotens e ’ L3 ﬂ'm’f port i
Add Multipke Customerlobs h Sra .
LS » Quen Bolance i
bl ity
2 Acpoey Teaning Institute * Show Estimates 1
e Balarce Tolal  Attach © Academy Training Trstibste H
- 600 Yrest Cryzaal Court Erat " Cutoner ol
3 - abarm, Eve e fpcdemylyaning.com
+Anderson Wedding Plan.,, s o, MA 01501
+Kurnar, Satl and Nav... 249,54 . . cos
+¥tson, Sersh and M. 0.00 i taw | Directions .
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N ohn .00 T M O2le * Acenunt
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Figure 2-4 Adding a new customer record

Step 3. Enter Feng, Tim in the Customer Name field (see Figure 2-5) and then press Tab.
Step 4. Press Tab twice to skip the Opening Balance and as of fields.

The date in the as of field defaults to the current date. Since you will not enter an
amount in the Opening Balance field, there is no need to change this date.

Do not enter anything in the Opening Balance field. It shows on the New Customer
window so that you could enter the balance due from this customer, but it is much
better to enter each open Invoice for each customer. See the following important tip
for a more thorough explanation.
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Custoer Name  [Feng, Ten _

OperingBebnce [

s of (01012015 [M]] How do | determine .
¥~ tecosnngbalance? |
L balance? , Cavel

[“AndressTnfo | Addtonainfo | Paymeqtinfo | Jbinfo |
WM. T -

Leave Opening Balance blank.
Emh Since you are not entering an
Opening Balance, the date will
not be recorded and does not
need to be changed. The date on
your screen wlll reflect the
current date.

first Name
Last Name

Addresses

Bil To

Use the tabs labeled Address
Info, Additlonal Info, Payment

TEa T Dees | Info, and Job Info to enter data

Coefeut mi:p o5 ddrecs into the customer record. Click

on a tab to display its flelds.

Figure 2-5 New Customer window

Important Tip:

It is best NOT to use the Opening Balance field in the customer record. When you
enter an opening balance for a customer in the Opening Balance field,
QuickBooks creates a new account in your Chart of Accounts called
Uncategorized Income. Then, it creates an Invoice that increases (debits)
Accounts Receivable and increases (credits) Uncategorized Income,

It is preferable to enter the actual open Invoices for each customer when you set
up your company file. That way, you will have all of the details of which Invoice
is open, and what items were sold on the open Invoices. When you use Invoices,
the actual income accounts will be used instead of Uncategorized Income,

Step 5. Because this customer is an individual (i.e., not a company), press Tab to skip the
Company Name field.
Step 6. Continue entering information in the rest of the fields using the data in Table 2-2.

Press Tab after each entry.

"]7.,\ -
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Mr./Mrs.

First Name

M.L

Last Name

Feng

Bill To Address

Hint: Press Enter to move to a
new line in this field.

Tim S. Feng
300 Main St., Suite 3
San Jose, CA 95111

Contact

Tim S. Feng (this field will auto-populate)

Phone

408-555-8297

FAX

408-555-8298

Alt. Ph.

408-555-6711

Alt. Contact

Don Brewer

E-Mail drf@df.com
Ship To Click >>Copy>>. This displays the Add Shipping Address

Table 2-2 Data to complete the Address Info tab

Information window (see Figure 2-6). Type Office in the
Address Name field and click OK. In QuickBooks, you can
select multiple Ship To addresses for your customers.

- —
Add Shipping Address Information .

Naine Feng, Tim

AddressName | Office

Address Tim S, Feng
300 Main 5t., Suite 3

e

City Sandose

StteProvce lca

Zp/Postal Code (95111

¢ e e - -

S |

Country / Regon

[ Default shipping address

Type Offtice In the Address Name field to
select a specific name for this Ship Te
address. QuickBooks allows users to select
multiple Ship To addresses for each
customer,

[#} show this window again whan address is Incomplete or undear

i — :
Figure 2-6 Add Ship To Address Information window

Figure 2-7 shows the finished Address Info section of the customer record. Verify that your

screen matches Figure 2-7.
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i New Customer

Customer Hame  Feng, Tim
Opening Balance T las of [g1jo1/2015 i) How do I determing
o jmcfloypynis[a] HowdoLoenne
Address Info | Addionai Info | Payment Info | biafo |
Company Name T contact [mmsres ]
MeMs o Phone  [a08-5556297 |
First Mame “Tim ML LS'.W‘ FAX ﬁaa.ggg;zgg_ _1; _
T LI e T T LI TS Cl.ssmma';s
Lastbiame  Feng " | At Phone [406-555-6711 — jnactive

Alt. Contact [pon Brewer
Emal  [dfedfo

Cc {

Addresses T T
Bl To shpTojOfice v
Tim &, Feng Tem S. Feng
300 Main St., Suite 3 300 Main St., Suite 3
San Jose, CA 95111 San Jose, CA 95111

N

[¥] Defaudt shipping address

Figure 2-7 Completed Address Info tab

Tip:

There are four name lists in QuickBooks: Vendor, Customer:Job, Employee,

and Other Names. After you enter a name in the Customer Name field of the New
Customer window, you cannot use that name in any of the other three lists in
QuickBooks.

When Customers are Vendors:

When you sell to and purchase from the same company, you'll need to create
two records — one in the Vendor List and one in the Customer:Job list. Make the
two names slightly different. For example, you could enter Feng, Tim-C in the
New Customer window and Feng, Tim-V in the New Vendor window. The vendor
and customer records for Tim Feng can contain the same contact information.

Step 7. Click the Additional Info tab to continue entering information about this customer
as shown in Figure 2-8.

Step 8. Select Business from the Type drop-down list and then press Tab.

QuickBooks allows you to group your customers into common types. By grouping
your customers into types, you'll be able to create reports that focus on one or more
types. For example, if you create two types of customers, Residential and Business,
you are able to tag each customer with a type. Then you can create reports,
statements, or mailing labels for all customers of a certain type.

Step 9. Select Net 30 from the Terms drop-down list as the terms for this customer and then
press Tab.

QuickBooks is terms smart. For example, if you enter terms of 2% 10 Net 30 and a
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customer pays within 10 days, QuickBooks will automatically calculate a 2%
discount. For more information about setting up your Terms list, see page 218.

Step 10. Select MM in the Rep drop-down list and then press Tab.

The Rep field can contain the initials of one of your employees or vendors. Use this

i field to assign a sales rep to this customer. If you use the Rep field, you can create

1 reports (e.g., Sales by Rep report) that provide the sales information you need to pay
commissions. Each sales form (Invoice or Sales Receipt) can have a different name
in the Rep field.

(F DS R e T T L R < A A e e
¥ New Customer ’ T
; Customer Name _Feng, Tim
1 ’ %
Opening Balance esof p1fpy/2015 @] Howdol determine i
| s e
Addressinfo | AdditionalInfo [ Paymentinfo | blnfo |
| Categorizing and Defaults Price Level 'Comn;tcial _ RS
;:pe s Custom Fieids
usness ¥ County iSanta Cla '\
Terms i=an . ! 7 Customer ks
‘Met 30 - inactive
Fep Set the Price
MMy Level for this
Preferred Send Method customer. This
None v sets the default
discount for items
Sales Tax Information you sell to the
TagCode  Taxliem
Tax ! iSantaClara customer.
Resale humber

Figure 2-8 Corripi'eted Additional info tab

i Step 11. Press Tab to leave the default setting of None in the Preferred Send Method field.

You would use the Preferred Send Method field if you plan to email Invoices to a
customer on a regular basis or if you plan to use QuickBooks’ Invoice printing and
i mailing service.

Note:

For more information on the QuickBooks invoice payment and mailing service,
select the Help menu and then select Add QuickBooks Services. You will then
be directed online to the Intuit website. Scroll down and click on the
QuickBooks Billing Solutions link under the Financial Services section.
Additional transaction fees apply for this service.

Step 12. Press Tab to accept the Tax default Sales Tax Code in the Tax Code field.

Sales Tax Codes serve two purposes, First, they determine the default taxable status
of a customer, item, or sale. Second, they are used to identify the type of tax
exemption. For complete information on sales tax codes, see page 81.

| The Sales Process - Setting Up Customers
|
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Step 13. Set the Tax Item field to Santa Clara. This indicates which sales tax rate to charge
and which agency collects the tax. Press Tab when finished.

Tip:

In most states, you charge sales tax based on the delivery point of the shipment,
Therefore, the Sales Tax Item should be chosen to match the tax charged in the
county (or tax location) of the Ship To address on the Address Info tab.

Step 14. Press Tab to leave the Resale Number fietd blank.

If the customer is a reseller, you would enter his or her reseller number.

Step 15. Select Commercial from the Price Level drop-down list. See page 220 for information
on setting up and using price levels. Press Tab,

Step 16. Enter Santa Clara in the County field.

The Define Fields button on the Additional Information tab allows you to define
Custom Fields to track more information about your customers. For more
information on setting up and using custom fields, see page 223,

Step 17. Verify that your screen matches Figure 2-8 and then click the Payment Info tab to
continue entering information about this customer as shown in Figure 2-9.

Step 18. Enter 3543 in the Account No. field to assign a customer number by which you can
sort or fitter reports. Press Tab.

Step 19. Enter 3,000.00 in the Credit Limit field and press Tab.

QuickBooks will warn you if you record an Invoice to this customer when the balance
due (plus the current sale) exceeds the credit limit. Even though QuickBooks warns
you, you'll still be able to record the invoice.

Step 20. Select Visa from the Preferred Payment Method drop-down list and then press Tab,
When you set the fields on this window, you won’t have to enter the credit card
information each time you receive money from the customer.

Tip:

If more than one person accesses your QuickBooks file, set up a separate user
name and password for each additional user. When you set up a user, you can
restrict him or her from accessing Sensitive Accounting Activities. This will prevent
the additional user from seeing the customer’s credit card number. See page 405
for more information about setting up user names and passwords.

Step 21. Enter the remaining data as shown in Figure 2-9 in the Preferred Payment Method
section. Some of the fields will auto-populate as you tab into those fields. You may
overwrite the auto-populated values if needed.

Note:

If you track multiple jobs for each customer, it is best NOT to enter job
information on the Job Info tab of the main customer record. If you want to track
jobs for this customer, you can create separate job records in the Customers &
Jobs list.
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i

meningﬂalm [ T las ofi Di!o]_fzu-ls ] How do 1 determine T
b bR A= the opening balance? m .
o 5 WS s
| Address Info Additional info I Payment Info | JobInfo I

| AccountNo. 3543 |

i

CreditUmit [3,000.00 |
Preferred Payment Method
v

Credit Card No. 12,34123412541234 N

: Exp. Date (01 /]2016 |
Nameoncard  TmS.Feng -

3

Address 1300 Main St., Suite 3
00 Main St., Su If you use the QuickBooks merchant

Zp / Postal Code 95111 account service, enter the default
Can [ cava the Card Security Code? credit card number here. This sets
' defaults on sales transactions for

this customer.

Figure 2-9 Corﬁp!eted Payment Info tab

Step 22. if you were adding several customers at a time, you would click Next to begin
adding another customer. In this case, click OK to save and close the New Custorner
window.

Note:

If you see an error message when saving the Feng, Tim customer (see
Figure 2-10), you may not be in the correct exercise file. Make sure you
restore the correct file at the start of each chapter and problem,

' otherwise your exercises may not match the activities in this book. For
this chapter, you should be using Sales-12.QBW. For instructions on
restoring portable files, please see page 8.

4 This name Is already in use in the Customer:Job List. Append a letter or number to this name
é,]l to differentiate It from the existing name,
Note: the name in the first ine of the address field wil be used for chedks and forms.

Figure 2-10 Error Message when saving a Name that already exists

Step 23. Close the Customer Center by clicking the close button (I3%) on the Customer Center
window or by pressing the Esc key.
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Job Costing

QuickBooks tracks jobs in addition to customers. For each customer in the Customers & Jobs
list, you can create one or more jobs. This helps you track income and expenses on each Job,
so that you can create reports showing detailed or summarized information about each job.

To create a job for an existing customer record, open the Customer Center, then select the
customer, and then select Add Job from the New Customer & Job drop down menu. You
don’t need to do this now, because the sample data file already has Jobs set up.

$ NewCustomeradob » ) NewTra|

New Customer
| Addlob [N T
Add Multipte CustomenJobs [
Lo oo -

figure 2-11 Adding a job to an existing customer record

Key Term:

Tracking income and expenses separately for each Job is known as Job Costing. If
your company needs to track job costs, make sure you include the Job name on
each income and expense transaction as these transactions are entered.

In the Name column of the Customers & Jobs list, Jobs are slightly indented under the
Customer name.

] Customers & Jobs l Transactons l

View ElActivg- Cuétonieré 7 v}

Frd | Ry

Name Balance Total
< Academy Training Institute

Attach

Jobs are slightly
Indented under the
Customer name.

< Anderson Wedding Flan..,

+Kumar, Sati and Nav..,

+Berry, Ron

+Cruz, Maria

Figure 2-12 Customers & fobs list

Did You Know?

To Quick Add a Job for a Customer on an Invoice or Sales Receipt, enter the
Customer’s name followed by a colon (the Customer name must already exist in
the Customer list first). After the colon, enter the name of the job. QuickBooks
will then prompt you to either Quick Add or Set Up the Job. If the Customer record
already includes job information on its Job tab, you won’t be able to use Quick
Add to create a Job for the customer. In this case, you will need to create the job
in the Customers & Jobs list before you begin entering sales.
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Recording Sales

Now that you’ve set up your Customers, you're ready to begin entering sales. You don’t have
to have all your customers set up before you begin entering sales transactions. As you'll see,
it’s also possible to create a new Customer record when you record the first sale to a customer.
However, creating the Customer records beforehand will significantly reduce the amount of
time needed to record each sale.

There are two QuickBooks forms for recording sales transactions. The first is the Sales
Receipts form. Use this form when you receive a cash, check, or credit card payment at the
time of the sale. The other sales form is the Invoice. Use this form when you record credit

sales to customers.

Entering Sales Receipts

When customers pay at the time of the sale by cash, check, or credit card, create a Sales
Receipt transaction.
COMPUTER PRACTICE

Step 1. Click the Create Sales Receipts icon in the Customers section on the Home page (see
Figure 2-13). This opens the Enter Sales Receipts window (see Figure 2-14).

b : =
2 ¢ H
g @
3 Sales ! Create Sales
: .
: R
S| Orders , eceipts  F s Create Sales
& Recelpts Icon to open
: the Sales Recelpt form.
@ > > é@
Estimates Create Receive
Invoices Payments
@ B
' Statement Statements Refunds

Charges & Credits

Figure 2-13 Selecting Sales Receipts icon on the Home page

Step 2. Enter Perez, Jerry in the Customer:fob field and press Tab.

Note:

Many forms display Customer Summary information in the History Pane on the
right side of the form, which includes two tabs - one for Customer (also called
Name) information and the other for Transaction information. Jerry Perez is a
new Customer and therefore does not have any information or history to

display.

Step 3. When the Customer:job Not Found warning window appears (see Figure 2-15), click
Quick Add to add this new customer to the Customer:job list. If you choose this
option, you can edit the customer record later to add more details.
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Figure 2-14 Sales Receipt form

Note:

Quick Add works on all your lists. Whenever you type a new name into any

field on any form, QuickBooks prompts you to Quick Add, Set Up, or Cancel
the name.

Tip:
If your customer is an individual (i.e., not a business}, it’s a good idea to enter

the customer’s last name first. This way, your Customer:Job list sorts by last
name so it will be easier to find names in the list.

@ Perez, Jerry is not in the Customer: Job list.

To automatically add Perez, Jerry to the Customer:Job list, dick Quick Add.
You can enter more getalled information later.

To enter the detailed information now, dick Set Up (usually not required).

(Gukadd ] ([ setw | [ gl |

Figure 2-15 Use Quick Add to add new customers

Step 4. Enter San Jose in the Class field and then press Tab twice.

QuickBooks uses classes to separately track income and expenses for departments,
functions, activities, locations, or profit centers. For more information on classes, see
page 103. Note that if the Class has already been set up, it will appear in that field as
you type it or in the drop-down menu.

Step 5. In the Template field, Custom Sales Receipt is already selected. Press Tab.
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You can create your own custom forms, as you'll learn in the section beginning on
page 224,

Step 6. Enter 01/25/2015 in the Date field and then press Tab (see Figure 2-16).

Did You Know?

Whenever you enter a date in QuickBooks, you can use any of several shortcut
keys to quickly change the date. For example, if you want to change the date to
the first day of the year, press y. “Y” is the first letter of the word “year,” so it's
easy to remember this shortcut. The same works for the end of the year. Press r
since that's the last letter of the word “year.” The same works for “month” (m
and h) and “week” (w and K). You can also use the + and - keys to move the date
one day forward or back. All of these shortcuts will be relative to the date already
entered in the date field. Finally, press t for “today” or the system date.

Step 7. Enter 2015-1 in the Sale No. field.

The first time you enter a Sales Receipt, enter any number you want in the SALE NO.
field. QuickBooks will automatically number future Sales Receipts incrementally. You
can change or reset the numbering at any time by overriding the SALENO. on a
Sales Receipt.

Step 8. Press Tab to skip the Sold To field.

QuickBooks automatically fills in this field, using the information in the Bill To field of
the customer record. Since you used Quick Add to add this customer, there is no
address information. You could enter an address in the Sold To field by entering it
directly on the sales form. When you record the Sales Receipt, QuickBooks will give

| you the option of adding the address in the Bill To field of the customer record.

Step 9. Enter 3612 in the Check No. field and then press Tab.

The number you enter here shows up on your printed deposit slips. If you were
receiving a cash or credit card payment, you would leave this field blank.

Step 10. Select Check from the Payment Method drop-down list {or start typing the word
Check) and then press Tab.

If you wanted to add a new payment method, you would enter the new method in
this field. QuickBooks would prompt you to either Quick Add or Set Up the new
| | Payment Method.

Step 11. Select Indoor Photo Session from the /tem drop-down list and then press Tab.
Y Step 12. Press Tab to accept the default description Indoor Studio Session in the Description
" column.

‘ As soon as you enter an Item, QuickBooks enters the description, rate, and sales tax
code using data from the ltem that has already been set up.

| Step 13. In the Tax column, the Non sales tax code is already selected. Press Tab.
Step 14. Enter 7 in the Qty. {(quantity) column and then press Tab.
Step 15. Leave the default rate at 95.00 in the Rate column and then press Tab.
Step 16. Press Tab to accept the calculated amount in the Amount column.

After you enter the rate and press Tab, QuickBooks calculates the amount by
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multiplying the quantity by the rate. If you override the Amount field, QuickBooks
calculates a new rate by dividing the amount by the quantity.

Step 17. Select Premium Photo Package from the /tem drop-down list and then press Tab
three times,

Step 18. Enter 2 in the Quantity column and press Tab.

Step 19. Press Tab to accept the default rate of 85.00.

You can override this amount directly on the Sales Receipt if necessary. As with the
line above, QuickBooks calculates the total in the Amount column and QuickBooks
uses the default sales tax code Tax, which is set up for the Premium Photo Package
Itemn.

Step 20. - Select Thank you for your business. from the Customer Message drop-down list.

You can enter a message in the Customer Message field that will show on the printed
Sales Receipt, This is typically a thank you message, but it can be whatever you want.
If you type in a new message, Quick Add will prompt you to add your new message
to the Customer Message list. If you want to edit an existing Customer Message, or if
you want to remove a Customer Message from the list, select the Lists menu, then
select Customer & Vendor Profile Lists, and then select Customer Message List.

Step 21. Press Tab and enter Santa Clara in the Tax field, then Tab again to advance to the
Memo field.

The Sales Tax item shown in the Tax field determines the rate of tax to be charged
on all Taxable Items shown on the form. Each line in the body of the Invoice is
marked with a Sales Tax Code that determines the taxability or non-taxability of the
item on that line (see Figure 2- 16)

‘ﬂ Prewous !PNm E Save @ Print ~ L2l E- mall - Qsmp v( ﬁFmd i@ Spelling % Hlstory A= GetOnltrle Pmts

Cm!erner:gob Class Template m [ Customer | Transaction
‘Perez, Jerry - - SanJose -l ;Cl.ls'tDdeesRecElJt vf 4 Perez, Jerry
Da?c
Sales Recelpt WS_I I Ed Cuctomer
¥ H
Anan hadnmrn ' m‘ :
Perez, Jerry a
The “Tax” Sales Tax Code o

Indicates that the Indoor
Photo Session Is non-taxable

| and the Premlum Package Is

o’ taxable.

Ttem Desaiption Tax Qty R{t
Indoor Photo Session Indoor Studio Session Non 1 RTINS ATULTIC § TO350LUVHS QuickReport ¢
Pramium Photo Package |Premium Package of Phatography from Session |Tax 2 85.00 [ 170.00] -
1

Customer Thank vou for your - Tax[santa Clara v |(8.25%)  14.03
Message

Total 279.03

f7]Tobeprinted § iTobee-maled CustomerTaxCode Tax w | Memo {Indaor Session, 2 Premium Packages Notes Edt
Add'l“mefCoats..:

Process payment when saving

fSveiCos § [ saveatew | Qear

Figure 2-16 Completed Sales Receipt

Step 22. Enter Indoor Session, 2 Premium Packages in the Memo field.
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: Step 23. Press Tab so that the To be printed checkbox is selected. Enter the Spacebar on the
! keyboard to uncheck this box.

Note:
Entering the spacebar on the keyboard when a checkbox is selected will either
i ‘ check or uncheck that checkbox.

l Step 24. Click Save & Close to record the sale.

! QuickBooks does not record any of the information on any form until you save the
transaction by clicking Save & Close, Save & New, Previous, or Next,

Note:

If you prefer to use your keyboard over the mouse, you can use the Altkey on in
combination with other keys to execute commands. QuickBooks will tell you
which key can be used in connection with the Alt key by underlining the letter
in the command. For example, in the Sales Receipt window, the S is undetlined
on the Save & New button. You can save the receipt and move to a new Sales
Receipt window by pressing the Alt key with the S.

Step 25. QuickBooks displays the Name Information Changed dialog box. This dialog box
appears because you set the Tax Item field to Santa Clara. Click the Yes button.

T

& You have changed: Perez, Jerry

i would you ke to have this new information appear next tme?

e [ ] [ |

Figure 2- 17 Name Information Changed dialog box

Undeposited Funds

The Undeposited Funds account is a special account that is automatically created by
QuickBooks. The account works as a temporary holding account where QuickBooks tracks
checks and other receipts before the money is deposited in a bank account.

As illustrated in Figure 2-18, as you record Payments and Sales Receipts, QuickBooks gives you
a choice between (Option 1) grouping all receipts into the Undeposited Funds account or
(Option 2) immediately depositing the funds to one of your bank accounts.

|
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'Undeposited Funds

PR

Preferred When Only One

Payment on Each Bank

F] Deposit
89 Skipping Undeposited Funds
i g_ Option2  Each Transaction=Separate Deposit
g?
z 2 Make Deposit
a9 Undeposited | Payments Grouped
o g Funds Together on Deposits
g Account

g
é’ é‘ Bank Account
& Preferred When More than

One Payment on Each
Bank Deposit

Figure 2-18 All funds from safes transactions go through Undeposited Funds or directly to a bank account.

There is a tradeoff here. When you use the Undeposited Funds account, you have to create a
separate transaction (an additional step) to actually deposit money into a bank account. At
first that might seem like extra work. However, when you skip the Undeposited Funds
account, each sales transaction creates a separate deposit in your bank account.

Since it is most common to have multiple sales transactions per bank deposit, QuickBooks has
a default preference setting that makes all Payments and Sales Receipts affect the balance in
the Undeposited Funds account. Then when you actually make a deposit at the bank, you
record a single deposit transaction in QuickBooks that empties the Undeposited Funds
account into the bank account. This method makes it much easier to reconcile the bank
account at the end of each month because the deposits on the bank statement will match the
deposits in your QuickBooks bank account. Unless you only make one sale each day and your
deposits include only the funds from that single sale, you will want to keep this default
preference.

COMPUTER PRACTICE
You can modify the Undeposited Funds preference by following these steps:

Step 1. Select the Edit menu and then select Preferences.
Step 2. Select Payments on the left side of the Preferences window.
Step 3. In the Company Preferences tab, the box next to Use Undeposited Funds as a

default deposit to account is checked (see Figure 2-19).

Step 4. if you prefer to deposit payments individually, uncheck the box next to Use
Undeposited Funds as a default deposit to account. You will then have the option
to select an account to deposit to in the Sales Receipt and Receive Payment windows.

Step 5. Click Cancel to leave default setting for the use of Undeposited Funds.
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| ) Accounting » l My Preferences _IQompanvPrefermo&i

p Bis -

]

Recsive Payments l

CH checking ;

= 74 Automaticaly apply i) Automatically ¥ Use Undepasited Funds asa |

. =34 Desktop View payments calculate paym default deposit to account |

| %, Finance Charge i
o General Invaice Payments

To check the Undeposited
Funds preference, select
Payments on the left side of
the Preferences window and
. then click the Company
Preferences tab.

@ Integrated Applicatio
o ltems & Inventory

i & Jobs B Estimates
=3 Multiple Curencies
. Payments k
Payrol B Employees Tip: To make payment methods active or inactive, go to the Lists menu,
By Reminders Customer & Yendor Profile Lists, and then cick Payment Method List.

4 Reports & Graphs
3 Soles 8.Customers
|5 SelesTax
Q‘ Search
[;_;3 Send Forms

% Service Cannection
[# Speting

(5] Tax: 1099

Fat Paymentictwork Emaiirfo@acodempbotob |

-

Figure 2-19 Preference for Payments to go to Undeposited Funds or another account

When this preference is off (see Figure 2-20), QuickBooks displays the Deposit To field on the
Receive Payments and Enter Sales Receipt windows (see Figure 2-21}.

Receive Payments

' @A Automatically apply 7 Automatically

] Use Undeposited Funds as a .
payments calculate paymen

default deposit to account

Figure 2-20 Setting for U'ndeposited Funds on Company Preferences for Payrnents

You must choose a destination account for the transaction from the Deposit to drop -down list.

L 30 k T
mems Gmm BSIVG r;SPrmt - @zm.a - asmp vl&nms BSpelllng Gy Mistary vélcaommm
Cotmeris  Gem oot (PrtPredew ) | wame | Tamacion
-~ 'y Custom Sakes Recspt v | R

Sales Receipt 01,'255 I 0152

Ttem Description Tax Qty Rate Amount |

1 ‘ | - Recent Traasactions
i Customer -~ Tax [out of State__w [(0.0%) 0.00
| Message
: Total 0.00
1 " ltobepinted  :]Tobe e-maied Customer Tax Code | v: Meme T T sates
( Deposit To 10100 - Checking i [Crrocess t when saving
N~ (g (omane | [ oo ]

Figure 2-21 The Deposit To field shows on Sales Receipts when the Undepos:ted Funds preference is off
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Creating Invoices

Invoices are very similar to Sales Receipts. The only difference is that Invoices increase
Accounts Receivable while Sales Receipts increase Undeposited Funds (or the specified bank
account). You should use Invoices to record sales to your credit customers.

COMPUTER PRACTKCE

To create an Invoice, follow these steps:

Step 1. From the Customer Center select Mason, Bob from the Customers & Jobs list. Then
select Invoices from the New Transactions drop-down list.

Alternatively, click the Create Invoices icon on the Home page and select Mason,
Bob from the Customer:job drop-down list. Press Tab (see Figure 2-22).

QPrevmus ENext ESave (‘}Pnnt v QSend v 9Create v B Ship v’ﬁﬁnd 9 Spelling th-listoly. {34 Customize " i

cust bb . Class runpiabei ] Customer | Transaction |
Mason, Bob v : vl I[nMProdlxt[nvar.e v uaw,&ob

- 0a "t Ak
Invoice O/ ) ]2015_106 - :

Bob Mason
376 Pine 5t, 256

T || History Pane - |I
Morgan Hl, CA 95111 I

Bgt
2% 10 Net.,. » MM uuuzsfznm I E Hide Button

Quantity Item Code Price .., Amount
- T T ] e
1 ouwo9isInvoics 776,47 |
Customer - Tax [Santa Clara. }(8.25%) 0.00 12/18/14 Invaice 40135 !
Message ;
Total 0.00
J—— ‘
{1 To be printed | Aspiy Credits,.. | Payments Appled [T )
- Ry el Notes Edit
7] To be e-maded Customer Tax Code Tax %] Balance Due Two Involce e
Memo | Y Transactions
{_] show online payment link on invoices  Learn more r*“‘_i—i

Figure 2-22 invoice with Bob Mason selected

Did You Know?

When you type the first few characters of any field that has a list behind it,
QuickBooks completes the field using a feature called QuickFill. QuickFill uses
the first few characters you type to find the name in the list. If the name does
not come up right away, keep typing until the correct name appears.

Step 2. Notice that Bob Mason has two open invoices listed in the History Pane.

The History Pane displays recent transactions and notes about a customer or a
transaction on Invoices and Sales Receipts.

Step 3. Click the Hide button to hide the History Parie. The Hide button is a right facing
triangle on the top left edge of the History Pane (see Figure 2-22).

Step 4. Click in the Class field. Enter an s in the Class field. QuickBooks will QuickFill the field
with the full word San fose. Then press Tab twice.

Step 5. In the Template field, select Academy Photo Service Invoice. Press Tab.

Step 6. Enter 07/26/2015 in the Date field and then press Tab.

The Sales Process — Recording Sales




50 The Sales Process — Recording Sales

Step 7. Leave 2015-106 in the Invoice # field and then press Tab.

The first time you enter an Invoice, enter any number you want in the invoice # field.
QuickBooks will automatically number future Invoices incrementally. You can change
or reset the numbering at any time by overriding the number on a future Invoice.

l \ Step 8. Press Tab to accept the default information in the Bilf To field.

QuickBooks automatically enters the address in this field, using the information in
the Bill To field of the customer record. If necessary, change the Bill To address by
typing over the existing data.

Step 2. Leave the P.O. No. field blank and then press Tab.

The P.O. (purchase order) number helps the customer identify your Invoice. When
your customers use purchase orders, make sure you enter their P.O. numbers on
Invoices you create for them.

) Warning:
e Make sure you enter the P.O. number if your customer uses purchase orders.
Some customers may reject Invoices that do not reference a P.O. number.

Step 10. in the TERMS field, 29 10 Net 30 is already selected. Press Tab to proceed to the
next field.

The TERMS field on the Invoice indicates the due date for the Invoice and how long
your customer can take to pay you. The entry in this field determines how this
Invoice is reported on Customers & Receivables reports such as the A/R Aging
Summary and the Collections Report. To learn more about the Terms List, and how to
set up terms, see page 218,

Step 11. Enter the sale of 2 Hours for an Indoor Photo Session and 1 Standard Photo Package
into the body of the Invoice as shown in Figure 2-23.

Step 12. Select Thank you for your business from the Customer Message drop-down list and
then press Tab.

Step 13. Santa Clara in the Taxfield is already selected. Press Tab.

H As with Sales Receipts, QuickBooks selects the Sales Tax ftem based on the defaults in
Sales Tax Preferences or in the Customer’s record.

Step 14. Enter 2 Hr Indoor Session, 1 Standard Package in the Memo field at the bottom of
the form.

Tip:

I If you intend to send statements to your customers, the Memo field is extremely

important. QuickBooks allows you to show line item detail from your customer’s

} Invoices. However, if you want your statements to be more concise, you can
choose not to show the Jine item detail and show the text from the Memo field

instead. The text from the Mermo field will show along with the information in

the INVOICE #, and DATE fields. The customer’s statement will also show a

three-letter code “INV” representing the Invoice transaction. Therefore, it is best

to include information about the products or services you sold to the customer

| in the Memo field.
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Step 15. Make sure Show onfine payment link of invoices is unchecked.

If you check Show online payment link on invoices, your customers can pay you
through the Intuit PaymentNetwork. These transactions include a fee and will not be
used in the classroom environment. You can learn more about the Intuit
PaymentNetwork at the Intuit website or by clicking the Learn More link next to the
checkbox,

Step 16. Compare your screen with the Invoice shown in Figure 2-23. If you see any errors,
correct them. Otherwise, click Save & Close to record the Invoice.

7

- . e ;—
| W orevious B Nex Esave pint ~ [JSend v HCreate ~ B ship v | & Find [ Spelling
i {
" | Customer:Job Class Template m
Mosn,Bob ] Sanlose v [ Academy Photo Ser... » ] ¢
- Date ! t
i{ Invoice 01/26/2015 2015-106 ;
o| |37 Pine st, #5E b
¢| [Morgan Hil, cA 95111 ;
iz% 10Net... v
i 1 1tem Quantity Desaiption Rate Amont Cass Tax || ¥
| |indoor Photo Session |2 Indoor Stucko Session 95.00| 190.00 [San Jose [Non = “
Standard Photo Package (1 Standard Package of Photography from Session | 55.00 55.00 [5an Jose [Tax =~
Customer |Thark you for your v Tax [Santa Clara v |(8.25%) 4,54

Message |business,

Total 249,54

‘ Tobewintec_i Add Tie/Costs... | [ Apply Credits... | Payments Applied 0.00
| [] 7o be e-mailed Cust Tay Cade lTa",,, 2 Balance Due 249,54

i

| Memo |2 Hr Indoor Session, 1Standard Package
[[] show online payment link on inveices Learn more [im&me } [ Save &New | [ Clear ]

Fr'gure 2-23 Completed Invoice

QuickBooks automatically tracks all of the accounting details behind this transaction so that
all of your reports will immediately reflect the sale. For example, the Open Invoices report, the
Profit & Loss Standard report, and the Balance Sheet Standard report will all change when you
record this Invoice.

Adding Calculating Items to an Invoice

On the next Invoice, you'll learn how to include discounts and subtotals on an Invoice.
Discounts and subtotals are called Calculating Items.

Key Term:

Calculating Items use the amount of the preceding line to calculate their amount.
For example, if you enter 10% in the Discount item setup window and then
enter the Discount item on an Invoice, QuickBooks will multiply the line just
above the Discount item by 10% and enter that number, as a negative, in the
Amount column for the discount line.
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COMPUTER PRACTICE

To create an Invoice with a calculating item, follow these steps:

Step 1. From the Customer Center select the Branch Opening job for Cruz, Maria from the
Customers & fobs list.

Step 2. Select Invoices from the New Transactions drop-down list; or, press Ctrl+ .

Step 3. The Branch Opening job for Cruz, Maria is already selected. Press Tab.

Step 4. Enter Walnut Creek in the Closs field and then press Tab twice.

Step 5. The Academy Photo Service Invoice template in the Template drop-down list is
already selected. Press Tab.

Step 6. 1/26/2015 is already entered in the Date field. Press Tab.

Step 7. Notice the INVOICE # is automatically entered for you with the next Invoice number
(i.e. 2015-107). Press Tab to skip to the next field.

Step 8. Press Tab to skip the Bill To field.

Step 9. Press Tab twice to skip the P.O. No. and the Terms fields.

Step 10. Enter the two items shown in Table 2-3 in the body of the Invoice.

Item

Description Amount

Camera SR32

Supra Digital Camera SR32 4 695.99 2,783.96

Lens

Step 11.

Step 12.

Table 2-3 Data for use in the Invoice

Supra Zoom Lens 1 324.99 324.99

On the third line of the body of the Invoice, in the Item column, enter Subtotal to
sum the previous two item lines, and press Tab twice.

Notice that QuickBooks automatically calculates the sum of the first two lines on the
Invoice.

Enter Disc 10% in the Item column and press Tab.

The Disc 10% ltem is a special Calculating ltem that calculates a percentage of the
preceding line on sales forms. Since it is a Discount Item, QuickBooks performs the
calculation and enters a negative amount for your discount. This subtracts the
discount from the total of the Invoice and adjusts sales tax accordingly.
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Maria Cruz
123 First Street

Wwalnut Creek, CA 94586

The Subtotal and Disc 10%
Items are “calculating items.”

[

/

‘ 2% 10 Net...

] Create nvoices T ] oo
€ previous B Nea [ Save EPint v [(BSend + {ICreate ~ @ ship v | € Find | Spelling
Customer:Job Class Template
(_Cn_u, Maria:Branch Open... « 5 ‘Walnut C.., v I E_A;adrernyil_:ﬂ'_lg_tpégr_.'.:mgj
N Date | Invoice &
Invoice 01/26/2015 ]

Customer Tax Code :Tax -

b

Mema 4 Cameras, Lens !

Item Quantity Description Rate Amaunt Class Tax
Camera SR 4 Supra Digital Camera SR32 695.99 2,783.96 {Walnut Creek  (Tax  *
’ | 1 Supra Zoom Lens 324,99 324,99 |Walhut Cresk  [Tax  I_]
Subtotal Subtotat 3,108.95
(\:crmD 10 % Discount -10.0%: ~310.90 [Walnut Creek  |Tax .
‘| Customer - Tax [Conlra Costa v }{8.25%) 230.84
Message
Total 3,028.8%
[ To be printed [ Add Tme/Casts.... | [ Apply Credis... | Payments Appled 0.00
-1 [7] To be e-mailed Balance Due 3,028.89

| [~} show online payment lirk on invaices Learn more

[savesciose | [ saveanew ) [ Cear |

Figure 2-24 Completed Invoice with discount

Did You Know?

You can insert or delete lines on an Invoice {or any other form). To insert a line
between two existing lines, click on the line that you want to move down and
press Ctrl+INS (or select the Edit menu, and then select Insert Line). To delete a
line, click on the line you want to delete and press Ctrl+Del (or select the Edit
menu, and then select Delete Line).

Step 13. Leave the Customer Message field blank.

Step 14. Leave Contra Costa in the Tax field. Also leave Tax in the Customer Tax Code field.
Step 15. Enter 4 Cameras, Lens in the Memo field.

Step 16. Verify that your screen matches Figure 2-24. To save the Invoice, click Save & Close.
%ﬂiﬂgl’rmucﬁon I ' ' )

The credit lmit for Cruz, Maria is 3,000.00. The current balance, induding this transaction, is
. 4,978.89. Continue?

Figure 2-25 Recording Transaction window warns you about the customer’s credit limit

Step 17. If you see the Recording Transaction warning about Maria Cruz exceeding her credit

limit (Figure 2-25), click Yes.
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Open Invoices Report

Now that you’ve entered Invoices for your customers, QuickBooks’ reports reflect the Invoices
that are “open” and the “age” of each Invoice. The Open Invoices report is shown in Figure

‘ 2-26.
‘ ‘ COMPUTER PRACTICE
Step 1. Select the Reports menu, select Customers & Receivables, and then select Open
: Invoices.
! | Step 2. Set the Dates field at the top of the report to 01/37/2015 and then press Tab.
| Step 3. Verify that your Open Invoices report matches Figure 2-26.

Close the report by clicking the (_l) in the upper nght corner of the window.

:iOuhmnReput] [EweTe'rdatz [Memotiae ﬂE—rnal }{Eacd'] I—Hdeﬂqdu] Refreﬁ]
Dates -Custom ) - 01/3112015- Sort By |Defaul -
" Academy Photography Sales Chapter
ol
: Open Invoices
As of January 31, 2015
® Type E Date ¢ Hum < PBD.#& ¢ Terms ¢ Due Date ¢ Class © Aging < _Open Balance ¢
Andsrson Wedding Planners
Humar, Sali and Haveen
] Invoice 1212172014 4003 Het 30 017202015 San Jose 1 249.54 4
Tolal Kumar, Sati and Haveen 248.54
TotalAnderson YWedding Planners 249,54
Cruz, Maria
Branch Opening
nvoice MOS8 2015901 2% 10 Net30 02472015 Wahnut Creek 570.00
hvoice D1X6RB15  2015-102 2% 10Net30  D2/0572615  Wainut Cresk 500.00
Tnvoice 0132015 2015105 2% 10Het30 02122015  ¥Walnut Creek 230.00
lnvoice 02872015 2015107 2% 10Het30 02252015 Walut Creek 302889
Total Branch Opening 4.978.69
Total Cruz, Maria 43978689
' Mason, Bob
Invoice 1271812014 3947 Net 28 01MTR01S San loge 14 401.39 i
Invoice 092015 2015104 Net 30 020872015 San Jose T76.47 '
nyokce 01262015 2015108 2% 10Net 30 Q22572015  SanJose 249.54 :
Total Mason, Bob 1,427.40
Miranda's Corner K
Invoice 0170872015 2045103 Hat 30 02/07/2015  Yyainui Creex 1.181.80 H
Tolal Miranda's Corner 118180 !
TOTAL I.847.63

Figure 2-26 Open Invoices report

‘ ' Step 5. If you see a Memorize Report d|alog box, click the No button.

+  Youhave modfied the settings for this raport. Adding thisreport to the
z‘i., Memorized Report List will save these settings for future use.

Would you like to memorize this report?

7] Do ot display this message in the future

. T

] [concet |

' Figure 2-27 Memorized Reports window
J
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Did You Know?

You can adjust the width of any column on the report by dragging the small
diamond at the right of the column title to the left (narrowing the columns) or
to the right (widening the columns).

Receiving Payments from Customers
Receiving Payments by Check

To record payments received from your customers and apply the payments to specific
Invoices, follow these steps:

COMPUTER PRACTICE
Step 1. Click Receive Payments on the Home page.
Step 2. Select Mason, Bob in the Received From field of the Receive Payments window (see

Figure 2-28). Once a customer is selected, the Customer Payment window shows the
open tnvoices for that specific customer. This section shows the dates of the Invoices,
along with the Invoice number, original amount, the last date for the prompt
payment discount, and the amount due.

:L- R L de Tt v A BT, o A P 2 :
| Previous [P Next G Print vI @y History v| £ Get Online Pmts I § Atach - i
.| Customer Payment
Received from iMason,Bob ~ | Customer Batance 1.427.40
-] amount i Y Y Date fo1/26/2015 [W]
Hopmtmetod - Reforences | ]
] Mema T T 7T ywhere does this pavment no?
o cadNo. [ e .. DwDde [ W
F; [ Pracess payment when saving [ euac - finvok }
|7 pae Mumber Orig. Aant. Disc.Date  Amt. Due Payment ] .
12/18/2014(3847 401.39 01,39 000 = |
01/09/2015 | 2015-104 77%.47 T76.47 0007 .
01/26/2015 | 2015-106 249,54 {02/05/2015 249,54 0.00 f
i Totals 1,427.40 1,427.40 oo | !
This customer has discounts avalable. To apply discounts Amounts for Selected Invoices
| dick Distount & Credits...
Amount Due 000 -
Apely Payment | Appled 000
- Distoent and Crodits j.
Discount & Credits.., Apphed 0.00
fSave 8ciooe | [ saveatew | [ dew

Figure 2-28 Receive Payments window

Step 3. Enter 401.39 in the Amount field and then press Tab.

Step 4. Enter 1/27/2015 in the Date field and then press Tab (see Figure 2-29).

Step 5. Select Check from the Pmt. Method drop-down list and then press Tabh.

Step 6. Enter 5256 in the Check No. field and then press Tab.

Step 7. Enter Payment Received - Invoice #3947 in the Memo field and then press Tab.

When entering a memo, type Payment Received followed by the Invoice number.
Memos do not affect the application of payments to specific Invoices, but they are
helpful in two very important ways. First, if you send your customers statements,
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only the information in the Check #, Date, and Memo fields will show on statements,
along with a three-letter code (PMT), representing the Payment transaction. Also, if
you ever have to go back to the transaction and verify that you’ve applied the
payment to the correct Invoice(s), you'll be able to look at the Memo field to see the
| invoice(s) to which you shoufd have applied the payments.

. Step 8. Confirm that Invoice #3947 is already checked.

Note:

When One Payment Applies to More than One Invoice

You can apply one check from a customer to multiple Invoices. When you
receive payments, you can override the amounts in the Payment column to
apply the payment to Invoices in whatever combination is necessary.

When You Don’t Want to Apply the Entire Amount of the Payment

If you don’t want to apply the entire amount of the customer’s check to the
Invoice, reduce the amount in the Payment column. You can apply the
remaining balance of the customer’s check to additional Invoices. If you do not,
QuickBooks will give you a choice to either hold the remaining balance as a
credit for the customer or refund the amount to the customer.

B Previous [P Net G Print -|

Enter the date

Customer Payment you recelved

_ the payment
| amount . 1%7) from the
| omt.Method ichek TS customer.
| Mema Payment Recetvad - Invoice #3947
. . Process payment when saving [ Find a Cx finvoice... ] ; You can
4 Date Number Orig. Amt. Disc. Date  Amt, Due Payment & ma“ua"y
J |12/1812014(3947 013 401.39 2139 ~ &
01/09/2015|2615-104 75.42 7747 o.00 (3 override any
at/26/2015 | 2015-106 240,54 [c2p05/2015 240,54 0,00 : amount In the
Tt Payment
Totals 1,427.40 1,427.40 20139 | 4
- . % column.
This customer has discounts avadable. To apply discounts Amounts for Selected Invoices
click Discount & Credits...
Amount Due 401.39
Aophed w3
Dot and creds L

[sprencome] [ saveatew |[ Cer | |
R T R R T T Al E i E frTRe R i pigh (xd
Figure 2-29 Completed Receive Payments window

Step 9. Verify that the Amount Due and Payment columns for the selected invoice both
show $4017.39.

The checkmark to the left of the Date column indicates the invoice to which
QuickBooks will apply the payment. QuickBooks automatically selected this Invoice
because the amount of the customer’s check is the same as the unpaid amount of
the Invoice. See Preferences for Applying Payments on page 59. If applicable, you can

deselect the Invoice by clicking on the checkmark. You can then select another
Invoice from the list.

Step 10. Verify that your screen matches Figure 2-29. If you see errors, correct them.
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Step 11. Click Save & Close to record the Payment transaction.

Handling Partial Payments

In the last example, Bob Mason paid Invoice #3947 in full.

However, if a customer pays only a portion of an Invoice, you should record the payment just
as you did in the last example except that the amount would be less than the full amount due
on any of the open Invoices. Apply the payment to the appropriate Invoice. QuickBooks will
give the option to either leave the Invoice open or write off the unpaid amount. By clicking
the View Customer Contact Information button, QuickBooks displays the Edit Customer window
that allows you to see the customer’s contact information. This is helpful if you need to
contact the customer to ask a question about the partial payment (see Figure 2-30).

(%) Leave this as an underpayment
O Write off the extra amount

[ view Customer Contact Information )

Figure 2-30 Partial Payment of Invoice

If you chose to leave the underpayment, the next time you use the Receive Payments
function for that customer, the Invoice will show the remaining amount due. You can record
additional payments to the Invoice in the same way as before.

Receiving Payments by Credit Card

The next example shows that Maria Cruz paid off the amount owing on the Branch Opening
job. Maria Cruz used a credit card to pay her invoices, so this example shows how to receive
credit card payments.

COMPUTER PRACTICE

Step 1. From the Customer Center select the Cruz, Maria:Branch Opening job from the
Customers & jobs list. Select Receive Payments from the New Transactions drop-
down list,

Step 2. Enter data into the Received From, Amount, and Date fields as shown in Figure 2-31.

Step 3. Enter American Express in the Pmt, Method field and then press Tab.

Step 4. Leave the Reference# field blank. Press Tab.
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-u Receive Payments

€ previous B Net S print ~ | T History « | &4 Get Online s | 8 swacn

Customer Péyhent

Received FroM * Cruz, Maria:Branch Opening v | Customer Balance £,978.89
‘I Amount : 4,973.89 Date {o/27/2015 [H]
' Pmt. Method  * American Express wl Reference # |
Memo :Payment Received - multiple invoices Where does this payment g0?
Card No. 3000060000002 345 .} BpDae (05 2006
| ‘ [ Process American Express payment when savieg (" Fia Customer/invoice... |
i i / Date Numioer Orig. Amt. Dic. Date  Amt. Due Payment ]!
. Z |oyossn1s|z015-10 570.00 [01/15/2015 570,00 S7.00 -
| # lorjosfo1s);15-102 500.00 |01/16/2015 500,00 500,00 L)
b 7 |01/132015|015-105 880,00 [01/23/2015 86000 860,00
f / |o1/26/2015|2015-107 3,028.89 |02/05/2015 3,028.89 3,028.89
i -
; Toldls 4,978.89 4,078.89 297889 | !

This customer has discounts avallable. To apply discounts

Amounts for Selected Invoices
dick Discount & Credits...

Amount Due- 4.970.89
! Popied 4,978.89
¥ Qecourt ond Credis 0.00

: [ Sarediclose § [ Savedhew ] ﬁdenr j
' Figure 2-31 Customer Payment by Credit Card

Step 5. Enter Payment Received — multiple invoices in the Memo field. Press Tab.
Step 6. Enter 1234-123456-12345 in the Card No. field. Press Tab.

QuickBooks shows the credit card number with some x’s for security purposes.
I Step 7. Enter 05, then press Tab and enter 2076 in the Exp. Date fields.

1 ! Step 8. Verify that your screen matches Figure 2-31 and click Save & Close. If the Merchant
| Account Service Message appears, click the Not Now button.

Note:

If you want to keep a record of the customer’s credit card information, including
card number, expiration date, billing address and billing zip code, enter credit
card information into the Payment Info tab of the Customer or Job record before
you process the payment through the Receive Payments window. When you

enter the customer or job name, QuickBooks will enter the credit card
information automatically.

Where Do the Payments Go?

Recall the eatlier discussion about Undeposited Funds beginning on page 46. Unless you
turned off “Use Undeposited Funds as a default deposit to account” preference, QuickBooks
does not increase your bank balance when you receive payments. Instead, when you record a
payment transaction as shown above, QuickBooks reduces the balance in Accounts
Receivable and increases the balance in Undeposited Funds. In order to have your payments
show up in your bank account (and reduce Undeposited Funds), you must Make Deposits.
See the section called Making Bank Deposits beginning on page 63.
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The accounting behind the scenes:
Payments increase (debit) Undeposited Funds (or a bank/other current asset
account) and decrease (credit) Accounts Receivable,

Preferences for Applying Payments

As soon as you enter the customer name at the top of the Receive Payments window and press
‘Fab, QuickBooks displays all of the open Invoices for that customer in the lower section of
the window. See Figure 2-32. '

Date Number Orig. Amt. Disc. Date  Amt. Due Payment

L10E 2010 | 2015001

500.00 j01/16/2015

880.00 |01/23/2015
3,028.89 {02/05/2015 0.00
Totals 4,978.89 4,978.89 570.00

Figure 2-32 Payment automatically applied to the oldest Invoice

Then, when you enter the payment amount, QuickBooks looks at all of the open Invoices for
that customer. If it finds an amount due on an open Invoice that is the exact amount of the
payment, it matches the payment with that Invoice. If there is no such match, it applies the
payment to the oldest Invoice first and continues applying to the next oldest until the
payment is completely applied. If this auto application of payments results in a partially paid
Invoice, QuickBooks holds the balance on that Invoice open for the unpaid amount. Thisis a
feature called Automatically Apply Payments.

If you select an Invoice in the Receive Payments form before entering an Amount Received,
QuickBooks calculates the sum of the selected Invoice(s) and enters that sum into the Amount
Received field. This feature is called Automatically Calculate Payments.

COMPUTER PRACTKCE

To modify the Automatically Apply Payments and Automatically Calculate Payments
setting, change the Company Preferences for Payments.

Follow these steps:

Step 1. Select the Edit menu and then select Preferences (see Figure 2-33).

Step 2. Select the Payments icon from the preference category in the list on the left. Then
click the Company Preferences tab.

Step 3. Check or uncheck the Automatically apply payments box to change it. For now, leave
it checked.

With this feature disabled, in the Receive Payments window you will have to click
Auto Apply Payment for each payment you process, or you will have to manually
apply payments to Invoices by clicking in the column to the left of the Invoice and
modifying the amount in the Payment column as necessary.

Step 4. You can change the Automatically calculate payments box by checking or unchecking
it. For now, leave it checked.

When this preference is on, QuickBooks will automatically calculate the payment
received from the customer in the Amount field of the Receive Payments window as
you select the invoices. When this preference is off, QuickBooks does not
automatically calculate payments.
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Step S. Click OK.

W:}j«%ﬁ?gi&?;&»{{- B TE R geE ".““R‘:;?ﬂ = =
¥ Acoming ; MyPraferences | Company Preferences L

I g -
© || eceve pamenis
. 7 Automatically apply (1 Automatically 7 Use Undeposited Funds as a

¥4 Peskinp View == payments == calndate payments = default deposit fo account
% roe
Ma Generd Invoice P2

tH Integrated Applicatio Enable onkdy payment via
& Items & Inventory I Show paymedy i inbps n
| { ¢ Jobs &Estimates I

Intuit Paymentiietwork vl infodiacsdenvol PAYMeNt amount by totaling the Involces
selected In the Recejve Payments window

v Payr_ol& Coyees Tip: To make payment method
& Reninders Customer & Yendor Profile Lists, dgd
Wk Reporis & Graphs
% Sales & Customers
{5 SalesTax

i Q Search

Send Forms

Applles the payment amount to the oldest
Invelce or to the Involce that is open for the
exact amount of the payment

i & service Connection
! [# Speting
! [E8) vax: 1099

-

| Figure 2-33 Preference for automatically applying payments

Recording Customer Discounts

| What if your customer takes advantage of the discount you offer on your Invoice? In the next
| example, the payment you receive is less than the face amount of the Invoice because the

customer took advantage of the 2% 10 Net 30 discount terms that Academy Photography

offers.

» COMPUTER PRACTCE

Follow these steps to record a payment on which the customer took a discount:

I Step 1. From the Customer Center select Mason, Bob from the Customers & Jobs list. Then
select Receive Payments from the New Transactions drop-down list.

Step 2. Enter all the customer payment information as shown in Figure 2-34, The customer is
paying for Invoice #2015-106 after taking the discount allowed by the terms.

¥ previous % Next &5 Print v‘ Uy History ~ | =) Get Online Pmts | @ Attach

Customer Payment

| Received From m;&n,aob , v i Customer Balance 1.026.01
| Amount [ 2aass) Date 0127/2015 8]
| | Pt method [ched " o Chedcs  [s860
| | Memo [payment Received - invoice #2015-106 | whre does thispovment ao

Figure 2-34 Top portion of the Receive Payments window

Step 3. The bottom portion of the Receive Payments window (see Figure 2-35) displays the
open Invoices for this customer. If the customer is eligible for discounts, a message
will appear as shown just below the open Invoices, The Disc. Date column shows the
date through which the customer is eligible to take a discount.
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If the amount paid is not an exact match with any invoice balance, QuickBooks will
automatically apply the payment to the oldest Invoices. Here, Invoice #2015-104 is
automatically selected since the amount $244.55 does not match any open invoices.
The underpayment is also displayed. We'll fix this in the next step.

J Date Number Crig. Amt. Disc. Date  Amt. Due Paymenit | =
J |01/08/2015|2015-104 776.47 776.47 244,55 =

01/26/2015 | 2015-106 249,54 |102/05/2015 249,54 anfl

Discount date Is
displayed for Involces
Totals 1,026.01 ' Loze.§ Where it Is allowed.

This customer has discounts available, To apply discour Amounts for Selected Invoices
dick Discount & Credits. ..
77647
Underpayment $531.92. When you finish, do - This message appears .
you want to: ' when the customer Is 244.55
@ Leave this as an unde nt :
? rpaymel 0.00 i

{7} Write off the extra amount

[ view Customer Contact Information

s

[saveacks ] [ savestien, J =]

- ST
Fr_qure 2-35 Bottom portion shows discount and credft mformatron box, lnvo:ce for payment and Una‘erpayment

Note:

In the Receive Payments window the Underpayment amount is displayed with
options to Leave this as an underpayment or Write off the extra amount.
These options are displayed when the payment is less than the amount due on
the selected Invoices. Similarly, Overpayment amounts are displayed with
options to Leave the credit to be used later or Refund the amount to the
customer when the payment is more than the amount due on the selected
Invoices.

Tip:

If the payment amount doesn’t add up exactly to the discounted amount, you'll
need to make a choice. If the payment is too high, you could reduce the amount
of the discount by lowering the amount in the Discounts and Credits window. If
the payment is too low, you could raise the amount in the Discounts and Credits
window. If the payment amount is significantly different, you can apply the
amount of the payment and then send a Statement to the customer showing the
balance due (if the payment is too low) or send a refund to the customer (if the
payment is too high).

Step 4, Click in the column to the left of Invoice #2015-104 to uncheck it and then click to
check Invoice #2015-106 (see Figure 2-36). This moves the payment so that it now
applies to Invoice #2015-106. Make sure to uncheck #2015-104 before checking
#2015-106, or you will see a Warning message.

J Date Number Orig. Amt. Disc. Date  Amt. Due Payment |
oung,rzms 2015-104 . ! 0.00

Totals 1,026.01 1,026.01 244.55
figure 2-36 Payment is now applied to the correct Invoice
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Step 5. Since the customer took advantage of the 2% 10 Net 30 terms that Acadermy
Photography offered him, you'll need to reduce the amount due by 2%. To apply
the discount to this Invoice, click Discount and Credits on the bottom of the Receive
Payments window (see Figure 2-37).

i This customer has discounts available. To apply discounts Amounts for Selected Invoices
| dick Discount & Credits...
Amount Due 249.54
Undespayment $4.99. When you finish. do you .
want to: [ un-Appiy Payment | Appled 244 55
| @ Leave this - Discount and Credits
] | » write ofdClick the Disoounts and (Decount 8 ordis... | pofied oo
i i Credtits hutton to apply
| [ view Cuf discount to an Invoice.
' Figure 2-37 Discount and Credits Option
Step 6. QuickBooks calculates and enters a suggested discount based on the terms on the

customer’s Invoice as shown in Figure 2-38. You can override this amount if
necessary. Press Tab.

Invoice

Customer:Job  Mason, Bob
Number 2015-106 Amount Due 2949.54
Date 01/26/2015 Discount Lised 499
Originol Amt. 249,54 Credits Used 0.00
Balance Due 244,55
J— Discount I— ~ Credis l
QuickBooks calculates the
Drscount Date 0200572015 Ve Suggested Discount, based
Terms 2% 10 Net 3 upon the payment date,
Suggested Discount and enters It here,
Amount of Discount L ’ T £|,_9'9'|

Dot gt {1650 ssesDocons v

Discount Class ls‘mm o B

oo J[ coen J[ tee . |

Figure 2-38 Discounts and Credits window

Step 7. Select 46000 Sales Discounts in the Discount Account field. Press Tab.

The Discount Account field is where you assign an account that tracks the discounts
you give to your customers.

% Step 8. Enter San jose in the Class field and then click Done.

Since Academy Photography uses class tracking, you will need to enter the
appropriate class in this field. If you do not classify this transaction, QuickBooks will
display the amount in an Unclassified column on the Profit & Loss by Class report.
‘ Refer to the Invoice you are discounting to determine the Class. Academy

‘ Photography uses the San Jose Class when recording Invoice 2015-106.
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After recording the discount, the Receive Payments window reflects Total Discount
and Credits Applied at the bottom of the Receive Payments window.

s b R

) previous B Net GiPrint ~ | Uy History ~ I =5 Get Onfine Pmts l g Attach

Eustomer Payment

Received From Mason, Bob = Customer Balance 1.026.01
Amount | 244,55, oate  |oyzi1s[E]
Prtmethod [chek v Check# (ss0
Memo {payment Received - Invokce #2015-106 | Where does this payment go?

Process payment :then saving i_ Fird a Customer /Invoice, .. _]

J Date Number Orig. Amt. Disc. Date  Amt. Due Discount  Payment |
0.00 ~

-

Totals 1,026.01 1,026.01 4,99 244,55
Amounts for Selected Ifivoices

Amount Due 24954

Ropbed 244.55
After recording the discount, the Dis°9“.'j"t°"d Cfe/ 4.99

Discount and Credits Applled amount
is updated to reflect the discount.

Save & Close [ Save &.New H Clear J

Figure 2-39 Receive Payments window after (recording the discount)

Step 9. Verify that your screen matches Figure 2-39.
Step 10. Click Save & Close to record the transaction.
Step 11. Close the Customer Center.

Making Bank Deposits

As you record payments from customers using the Enter Sales Receipts and Receive Payments
windows, by default these payments are posted to a special QuickBooks account called
Undeposited Funds. When you deposit these payments into your bank account, you will
record a Deposit transaction. Deposit transactions move money from the Undeposited Funds
account to the appropriate bank account. As you will see in this section, QuickBooks provides
a special window (the Payments to Deposit window) to help you identify which payments are
included on each deposit.

Since you will probably receive payments from your customers irn several different ways
(checks, cash, and credit cards), you'll want to record deposits of each payment type
separately. This way, your deposits in QuickBooks will match what actually takes place at your
bank, and your bank reconciliations will be much easier.

Therefore, when you make deposits, you'll deposit groups of each payment type together into
deposits. Start with the checks and cash, followed by the MasterCard and VISA receipts, then
the American Express receipts, and then the Discover receipts.
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Depositing Checks and Cash

COMPUTER PRACTICE
To enter a deposit, follow these steps:

|

.

; Select View ‘ o o

K Vier payment method type  Alltypes R tare t meth

" Sort payments by Payment Method -

: it -

! Select Payments to Deposit
+ Date Tima Type  Ho. Payment Method  Name Amount

01/25/2015 ROPT 2015-1  Chedk Peres, Jerfy 279.03
012672015 PMT 5256 Check Mason, Bob 401,39
01427/2015 PMT 5860 Chedk Mason, Bob 244,55
01f27/2015 PMT American Express  Chuz, Maria:Branch Opening 4,973.89

Step 1.

From the Home page select Record Deposits.

Since you have payments stored in the Undeposited Funds account, QuickBooks

displays the Payments to Deposit window (see Figur

e 2-40).

0 of 4 payments selected for deposit Payments Subtotal

0.00

o ) comel }[ bep |

Figure 2-40 Select the payments to deposit

Select Cash and Check from the View Payment Method Type drop-down list (see
Figure 2-41).

Step 2.

Since the checks and cash you deposit in your bank account will post to your
account separately from credit card receipts, it is best to filter the report by payment
type and then create a separate deposit for each payment type. Depending on your
merchant service, you will probably need to create a single deposit for your
MasterCard and VISA receipts. Most merchant services combine MasterCard and
VISA receipts when they credit your bank account.

Tip:

Since you can filter the Payments to Deposit window by only one payment
method at a time, using a single Payment Method for Checks and Cash will
allow you to filter for both payment methods on this window. Depending on
your merchant service, you may want to create a single Payment Method for
MasterCard and VISA as well. To edit Payment Methods select the Lists menu,
then select Customer & Vendor Profile Lists, and then select Payment
Methods List. Once the Payment Method List window opens, select the Payment
Method and select Edit Payment Method from the Payment Method menu.
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Payments to Deposit
View payment method type v  What are payment method views?
Al types
Sort payments by Gel | types
'Select Payments to Deposit Americar Expr
S Date Time | MasterCard, Visa, Disc...  |PaymentMethod Name Amount
01/25/2015 Other aedit card Check Perez, Jerry 279.03
! 01/27/2015 Dehit Card Chedk Macon, Bob 401.39
012742015 E-Check Check Mason, Beb 244,55

Figure 2-41 Cash and Check payments

Step 3. Click Select All to select all
OK.
A checkmark in the column

payment on the deposit.

of the cash and check deposits. See Figure 2-42. Click

on the left indicates that QuickBoaoks will include the

-
Payments to Deposit

© s Eliwviah

Select View ) ) )

View payment method type - Cash and Check v : What are payment method views?

Sort payments by Payment Method !

Select Payments to Deposit
4 Date Time Type No. PaymentMathod Name Amount
 D01)25/2015 RCPT 2015-1 Chedk Perez, Jerry 27903 |
< 01/27/2015 PMT 5256 Chedk Mason, Bab 40139 |

01/27/2015 PMT 5860 Chedk Mason, Bob 244,55

| Click Select All to select all of the checks and cash
recelpts. Alternatively, you could place a check
mark In each Check or Cash recelpt that you want
to include on the deposit.

3 of 3 payments selected for deposit Payments Subtotal 024.97

Salect Af

Select None

Lo [ cocd [ nep |

ngure 2-42 Select the payments to deposit

Step 4. In the Make Deposits window, the Checking account is already selected in the
Deposit To field (see Figure 2-43). The payments will be deposited to this bank

account. Press Tab.
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W previous B Net [ Save < Prnt 'lPayments @y History | @ Attach

DepositTo [10100-Ch.. = ! Date !01/27/2015[B] Memo 'Deposit Cheds

Click Payments to select customer payments that you have received, list any other amounts to deposit below.

Recetved From  From Account Memo ChkNo. PmtMeth, Class  Amont | -
R Perez, Jerry 12000 * Undeposited Funds  |Indoar Session, 2 Premium ... |3612 Check San Jose 279,03 ~
Bk | [Mason, Bob  [12000 - Undeposited Funds  [Payment Recelved - Invoic... (5256 |Check w139 ]
nl Mason,Bob | 12000 - Undeposited Funds  [Payment Received - Invoic... (5360 [check 244,55
gt 24200 + Line of Credit gLoan Proceeds 23451 [Check 10,000.00

To add non sales-

‘ related deposlits such
: ; as refunds from

B 1| vendors, owner’s

: Deposit Subtotal 1092497 || contributlons, or loans,
;| 7o get cash badk from this deposit, enter the amount below. Indicate the account add them to the flrst
| where you want this money to go, sudh as your Petty Cash account. blank line of the deposit

Cashbackgoesto ~ Cashbackmemo = _ Cashbackamount as shown here.

Deposit Total 10,924.97

[(saveaciose | [ savetnen | [ cer ] :

Figure 2-43 Make Deposits window

Step 5. Enter 01/27/2015 if it does not already display in the Date field and press Tab.
Step 6. Enter Deposit Checks in the Memo field and press Tab.
Step 7. On this deposit, we will add a non-sales-related item, as follows:

a) On the first blank line, enter Line of Credit in the From Account column and
press Tab. The From Account column on the Make Deposits window shows the
account that the deposit is coming “from.”

b)  Enter Loan Proceeds in the Memo column and press Tab.
c) Enter 23451 in the Chk No. column and press Tab.
d)  Enter Check in the Pmt Meth. column and press Tab.

e)  Press Tab to skip the Class column.
f) Enter 10,000.00 in the Amount column.,

i Step 8. If you wish to print the deposit slip, click Print on the Make Deposits window. Select
' ' Deposit slip and deposit summary on the window shown in Figure 2-44 and click
1l OK.

. \ Note: .

| . QuickBooks can print deposit slips on preprinted deposit slips. To make this
feature work for you, you'll need to order preprinted deposit slips that match the
H QuickBooks format.

What would yous Bke to print?
@ Deposit slip and deposit summary

© Depostsumary riy

Figure 2-44 Print Deposit window for deposit slips
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Step 9. Click Save & Close to record the deposit.

The accounting behind the scenes:

In the deposit transaction (Figure 2-43) the checking account will increase (with
a debit) by the total deposit ($10,924.97). All of the customer checks are coming
from the Undeposited Funds account, and the loan proceeds are coming from
the Line of Credit account. The customer checks will decrease (credit) the
balance in Undeposited Funds and the loan from the owner will increase
(credit) the balance in the Line of Credit account.

Holding Cash Back from Deposits

If you hold cash back when you make your deposits to the bank, fill in the bottom part of the
deposit slip indicating the account to which you want to post the cash (see Figure 2-45).

To get cash back from this deposit, enter the amount befow, Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cashbackmemo Cash back amount
R b |
Deposit Total 10,924.97
| saveaclose | [ SaveaNew || Cear |

Figure 2-45 The bottom of the deposit slip deals with cash back

Thetre are two ways you might use the cash back section of the deposit:

1.  If you're splitting the deposit between two different bank accounts, you could enter
the other bank account and amount here, For example, if you send part of the funds
from the deposit to the Money Market account, you could enter Money Market in the
Cash back goes to field and the amount in the Cash back amount field.

2. If you routinely hold back funds from your deposits and use them for several different
purchases, you may want to set up a new QuickBooks bank account called Petty Cash
and enter that account in the Cash back goes to field. The Petty Cash account is not
really a bank account, but it's an account where you can track all your cash
expenditures.

Tip: .
It's not a good idea to hold cash back from deposits as “pocket money.” If your
business is a Sole Proprietorship, it’s better to write a separate check (or ATM
withdrawal) and then code it to Owner’s Draw. This is a much cleaner way to
track the money you take out for personal use. Discuss this with your
QuickBooks ProAdvisor, or with your accountant.

Depositing Credit Card Payments

As mentioned previously, to ensure that your bank reconciliations go smoothly, you should
always deposit your checks and cash separately from your credit card payments.

COMPUTER PRACTICE

Step 1. Select the Banking menu, and then select Make Deposits. The Payments to Deposit
window opens.
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Step 2. Click in the left column on the line to select the American Express receipt (see Figure
2-46). Then click OK. The Make Deposits window opens.

il

Sort payments by Ipavmenttetrod Yy |

Select Paymenits tn Deposit

/ Date Tme Type No, Payment Me Mame Amount

o 0127/2015 PMT American Cruz, MasiasBranch Opening 4,979.69

If this window shows several payments

with varlous payment methods, select

- American Express from the drop-down
i list to fliter the list to show American
i Express payments only.

Ik 1 of 1 payments selected for deposit Payments Subtotal 4,978.89

[ oy | {sekatere ]

Figure 2-46 Payments to Deposit window

Step 3. The Checking account is already selected in the Deposit to field. Press Tab.
Step 4. Enter 01/27/2015 if it is not already entered in the Date field. Press Tab.
Step 5. Enter Deposit American Exp in the Memo field.

As stated earlier, make sure you group together receipts in a way that agrees with
the actual deposits made to your bank. This is a critical step in making your bank
reconciliation process go smoothly.

Step 6. On the first blank line of the deposit slip, enter Barnkcard Fees in the From Account
column and then press Tab.

You only need to create this line if your credit card processing company (or your
bank) charges a discount fee on each credit card deposit rather than monthly.

Step 7. Enter Discount Fee in the Memo column and then press Tab.

Step 8. Press Tab to skip the Chk No. column,

Step 9. Enter American Express in the Pmt Method column and then press Tab.

Step 10. Enter Walnut Creek in the Class column and then press Tab.

Step 11. You can use the QuickMath feature to enter the discount fee directly on the Make

Deposit window. Enter 4978.89 * -.02 in the Amount column and press Enter.

QuickMath is a feature that helps you add, subtract, multiply, or divide in any
QuickBooks Amount field. When you enter the first number (4978.89), it shows
normally in the Amount column. Then when you enter the * (asterisk key or Shift+8),
QuickMath shows a small adding machine tape on your screen (see Figure 2-47).
Continue typing your formula for recording the discount fee. If the discount is 2%,
enter -.02 (minus point zero two) and press Enter. The result of the calculation shows
in the Amount column (-99.58). The minus sign makes the result a negative
number and reduces the amount of your deposit. This also increases (debits} your
Bankcard Fees expense account.
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Step 12. Press Tab to have the total of the deposit updated automaticaily.

Recedved From From Account Memo ChkNo. PmtMeth. Cass v Fowrw
Cruz, Marla:Branch Opening | 12000 * Undeposited Funds  [Payment Received — multipke invoices American Exprass 4,978.89
¥ 160500 ‘ Bankcard Feses = |Discount Fee American Exp... v |Walut |* -0z |3

Figure 2-47 QuickMath makes an adding machine tape appear

Step 13. Verify that your screen matches Figure 2-48. Click Save & Close.
K35 T T RF TR 7 a T -
WD previous TP Ned 3 Save & Print v|@mmen|s Qul-ismyi § Attach
y : . - H " Save tine reconclng wou
DepositTe 10100 “¢Ch... .= Date |03/27/2015[M] Memo ‘Depost dmercanep echeet aips
Chick Payren's to select oustorer payments thal vou have received, Eist any other amounts 1o veth CrickBook s
depasit bekow, LeanMoe
Retetved From From Account Memn Chkha.  PmrMeth, Jasa Ameunt
Cruz, Maria:Branth Opaning {12000 * indeposited Funds | Payment Received - multiple invoices American Express 4,976.83 ~
60500 - Bankiawd Fees Drvcount Fee [Americai Exnpress [Walnut Creek 55,58 _5
Deposit Subtotal 4487%.31
To get cash back from this deposit, enter the amount below. Indicale the account
where you wont this money to 0o, sudh as vour Petiy Cash account.
Cashbackgoesto Cashbm:tmgno o Cash back amount
Deposit Total 4,879.31
[Saveacose | [ gavesmew | [ Gew |

Figure 2-48 Make Deposits window ofter a credit card deposit

Now that you have entered your deposits, the checking account register shows each deposit
and the updated balance in the account.

COMPUTER PRACTICE
To see the detail of a deposit, follow these steps:

Step 1. Click the Chart of Accounts icon on the Home page.
Step 2. Double-click on the Checking account in the Chart of Accounts window.
Step 3. Scroll up until you see the two deposit transactions shown in Figure 2-49,
Step 4. Close the Checking register and Chart of Accounts.
FTVRE B T e
% Goto.. I & Print... [ [ﬁ Edit Transaction S_tjickRepnrt Dozn]gadBfnk?t?teTepgu o
Date MNumber © Payee | Ppayment 71; " Depost | Balance t l :
01/20/2015 Ace Supply 123.48 14,089.00 ~
it Aahiieiindi
J01/27/2015 10,924.97| 25,013.97
DEP -split- Deposit Checks ‘
01/27{2015 l 4,879.31 29,893.28
. DEP -split- Deposit American Exy] L
L,m.\.al 2P rirsem’
o 22000 - Nationaar 1234-1234-1234-123 -
\ e 2352
] 1-ine The “-split-" means that there Is
. more than one line In the deposit
Sortby |Date, Type, Number/... ¥ | detall Record | [ Restore |

Figure 2-49 Checking register after entering deposits
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Review Questions

Select the best answer(s) for each of the following:

1. In the New Customer window, you find everything except:

a) Customer Name.

b) Customer Bill To and Ship To address.
¢) Customer active/inactive status.

‘ I d) Year-to-date sales information.

i 2. You should record a Sales Receipt when the customer pays:

1 a) By cash, check, or credit card at the time of sale.
b) By cash, check, or credit card at the end of the month.
¢) Sales tax on the purchase,
d) For the order upon receipt of Invoice.

3. Which statement is false?

a) Invoices are very similar to the Sales Receipt form.

b) Invoices decrease Accounts Receivable.

¢) Sales Receipts have no effect on Accounts Recelvables.

d) Invoices should be created when customers are going to pay after the date of the
initial sale.

4. You may specify payment Terms on the New Customer window; however:

a) The payment Terms will only show on Sales Receipt transactions.
b) The Terms can only be changed once a year.
¢) The sales representative must be informed.

I d) You are also permitted to override the Terms on each sale.

5. Your company has just accepted a payment for an Invoice. What should you do in
QuickBooks to record this payment?

a) Open the Invoice by clicking the Invoices icon on the Home page.
. b) Create a Sales Receipt by clicking the Sales Receipt icon on the Home page.
¢) Make a deposit by clicking the Record Deposits icon on the Horne page.
l d) Receive the payment by clicking the Receive Payments icon on the Home page.

Sales-Problem 1
| APPLYING YOUR KNOWLEDGE

| Restore the Sales-12Problem1,QBM file.

1. Enter your own name and address information into the Customer Center List. Then
i print the Customer List by selecting the Reports menu, List, and then Customer Contact
‘ List.

2. Enter a Sales Receipt using the data in Table 2-4. The payment will be automatically
grouped with other payments in Undeposited Funds account. You'll need to create the
customer record using Quick Add, or by setting it up in the list before adding the sale.
Print the sale on blank paper.
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$ Field Data
f Customer Name Horwitz, Daniel
Al Class Walnut Creek
IDate 01/29/2015
Sale # 2015-1

A Sold To Daniel Horwitz

1695 Blue Sky Pkwy
| Walnut Creek, CA 94599
Check No 477
§ Payment Method Check
Item Camera SR32, Qty 2, 3695.99 !
A ltem Case, Qty 2, $79.99 l
Sales Tax Contra Costa (8.25%) - Auto Calculates
Total Sale $1,680.00 '
f Customer Tax Code Tax

Memo 2 Cqmeras, 2 Cases

Table 2-4 Use this data for a Safes Receipt in Step 2

3. Enter an Invoice using the data in the table below. Print the Invoice on blank paper.

J Field Data
§ Customer Name Pelligrini, George: 1254 Wilkes Rd.
Class San Jose

Custom Template Academy Photo Service Invoice

J Date 01/31/2015

4 Invoice # 2015-106

fSold To Pelligrini Builders
222 Santana Ave.
Los Gatos, CA 94482
A PO Number 8324

R Terms Net 30

A Item Indoor Photo Session, Qty 6, $95/hour

| (Non-taxable) 1

§Item Retouching, Qty 1 (hrs), $95/hour (Non-

f taxable) :
Sales Tax Sanfa Clara (8.25%) - Auto Calculates
Total Sale $665.00

6 Hour Session, 1 Hour Retouching
Table 2-5 Use this data for an Invoice in Step 3
4. Enter a second Invoice using the data in the table below. Print the Invoice on blank

paper. You will need to add this customer either through Quick Add or entering the
customer information in the Customer Center.
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Data

J Customer Name

Fuller, Nathan

I Class

San Jose

# Custom Template

Academy Photo Service Invoice

{ Date 01/31/2015

4 Invoice # 2015-107
§Sold To Nathan Fuller

: 99050 Market St.

Santa Clara, CA 95111

PO Number

736555

Terms

2% 10 Net 30

A Item

Indoor Photo Session, Qty 3, $95/hour

{Non-taxable)

[ Sales Tax

Santa Clara (8.25%) - Auto Calculafes _}

f Total Sale

$285.00

i
#

A Memo

Table 2-6 Use this data for an Invoice in Step 4.

3 Hour Session

5. Record a payment dated 2/15/2015 for $285.00 from Nathan Fuller {check #5342) and

apply it to Invoice 2015-107.

6. On 2/15/2015, you received a partial payment from George Pelligrini for the 1254
Wilkes Rd. Job for $300. American Express payment, card #4321-654321-54321, expires

in 5/2016.

7. On 2/15/2015, deposit everything from the Undeposited Funds account using the

following:

a) Deposit Cash and Check payments together (Memo: Deposit Checks). Print Deposit

Slip and Deposit Summary onto blank paper.

b) Deposit American Express payments separately (Memo: Deposit American Express).
Record a 2% bankcard discount fee (use QuickMath to calculate) on the credit card
deposit number (Account - Bankcard Fee, Payment Method - American Express,
Memo-2% Discount Fee). This amount should be a negative number. Print Deposit
Summary Only onto blank paper.
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